NATI ONAL OCEAN SERVI CE
ALTERNATI VE WORK SCHEDULE PLAN

/ Si gned/ March 1, 1999

Nancy Foster, Ph.D. | ssue Date
Assi stant Adm nistrator for

Ccean Services and Coast al

Zone Managenent

SUPERSEDES AND REPLACES NCS ALTERNATI VE WORK
SCHEDULE PLAN DATED JUNE 24, 1993



-
©

11.

© ® N o g &~ W N e

TABLE OF CONTENTS
Pref ace
Organi zational Conponents and Units Covered by the Pl an
Ref er ences
Types of Wrk Schedules Permtted
Core and Fl exi bl e Ti ne Bands
Prohi biti ons or Excl usions
Parti es Responsible for the Plan
Met hods and Schedul es for Plan Eval uations
Modi fication and Term nation Procedures
Ti me Accounting Systens
Condi tions and Procedures for Restricting or Denying an
I ndi vi dual Enpl oyee's Cpportunity to Engage in the AW
Pr ogr am
Vari ati ons/ Exceptions to the Pl an
Appendi x 1 - Definitions
Attachnent 1 - AWS Program Eval uati on
Attachment 2 - CD 465
Exhibit 1 - Sanple Flexitour Schedul e
Exhi bi t - Sanpl e Maxiflex 10-Day Schedul e
Exhi bi t - Sanple Maxiflex Less than 10-Day Schedul e

Exhi bi t

2
3
Exhibit 4 - Sanple Basic Wrk Wek Schedul e
5 - Sanpl e Conpressed Schedul e (4-Day Wrk Wek)
6

Exhi bi t - Sanpl e Conpressed Schedul e (5/4-9)



PREFACE

The National Ocean Service (NOS) has undergone many changes over
the last 5 years. It was tine to take a conprehensive | ook at al

t he changes affecting the NOS Alternative Wrk Schedul e (AW5) Pl an
and devel op a new versi on which supported program m ssions while
maxi m zi ng enpl oyee interests. During our |atest annual review,
interviews were conducted with all the programoffices. Again, al
of fi ces spoke of the benefits of the NOS AW5s Pl an and their desire
to continue offering enployees a plan with maximum flexibility.
The newl y establi shed Busi ness (perations Council (BOC) put a | ot
of effort into review ng the various issues and deci di ng what
changes shoul d be incorporated into this updated version.

The new NOS AWS5 Pl an:

- finally incorporates many of the changes in | eave adm nistration
(i.e., the use of quarter hour increnments, reference docunents,
restricted use of credit hours in Flexitour, “in lieu of” days)

- all ows nmenbers of the Seni or Executive Service limted
participation in an Alternative Wrk Schedul e

- adds a Conpressed Wrk Schedul e

- allows for alimted flexibility in arrival/departure times
within the Maxiflex schedul e and requires work schedul es only when
there is a change to the current work schedul e

- allows individual offices to establish their own tinme accounting
syst em

Authority to inplenent the programis del egated to Program and
Staff Ofice Directors within the context established in the Plan
Any specific Programor Staff Ofice guidance different fromthis
Plan nust be in witing and a copy given to the NOS Managenent and
Budget O fice. This docunent does not preclude unions recognized
at NOS from bargai ning in accordance with applicable collective
bar gai ni ng agreenents. A copy of any uni on negoti ated agreenent
on work schedul es nust be forwarded to the NOS Managenent and
Budget O fi ce.

NCS intention is to allow maxinmumflexibility for individua

enpl oyees, however, participation in AW is not an enpl oyee right.
The m ssion and objectives of the organization nust take priority.
Programrequirements may restrict participation in certain

of fices.



1. ORGAN ZATI ONAL COVPONENTS AND UNI TS COVERED BY THE PLAN

Al National Qcean Service organizational units are covered by
this plan and includes supervisors and managers. |ndividual s not
selecting either the Flexitour, Mxiflex, or Conpressed Schedul e
will be on the Basic Wrk Wek Schedule. Menbers of the Senior
Executive Service (SES), while allowed to participate, are limted
to 5-day schedules only. Comm ssioned Oficers of the National
Cceani ¢ and At nospheric Adm nistration are on duty except when on
| eave or liberty granted in accordance with regul ations.

2. REFERENCES. 5 CFR 610, Handbook on Alternative Wrk Schedul es
(OPM, and Handbook on Hours of Duty and Leave Adm ni stration
(DOO) .

3. TYPES OF WORK SCHEDULES PERM TTED. Supervisors are authorized
to permt or restrict participation in the Alternative Wrk
Schedul e (AWS) program See Section 5. on Prohibitions or
Exclusions. As a general rule, an enployee nay el ect one of the
foll ow ng work schedul es unl ess their supervisor has limted
participation. Enployees represented by a union should refer to
their Negotiated Agreenment for any work schedul e provisions.

A, Flexi ble Wrk Schedul es

1. Flexitour Schedule. Under this schedul e, enpl oyees
may select a starting tine within a flexible time band to begin
each 8-hour day. Enployees nmust work a 40- hour week.

a. Wth supervisory approval based on consideration
of work requirenents, enployees electing this option may pre-set
starting times between 6:30 a.m and 9:30 a.m The enpl oyee nust
wor k ei ght hours a day Monday through Friday. Once selected, the
schedule is fixed. Permanent changes to the fixed schedul e
require one pay period notice.

b. Enployees may earn credit hours, w th supervisory
approval , but credit hours nust be used in the sane day they are
earned. Cedit hours nmust be worked within the designated working
hours of 6:30 a.m to 6:30 p.m, Mnday through Friday. SES
enpl oyees are prohibited by regulation fromearning credit hours.
(NOTE The Iimtation on credit hours differs fromthe previous
NCS AW Plan. The limtation is official Departnent policy,
consi stent with the Handbook on Hours of Duty and Leave
Adm ni stration, dated Septenber 1995. While the Departnent is
currently reconsidering this policy, NOS nust abide by this
[imtation until directed otherwise fromthe Departnent. Enpl oyees
on this plan can use their accunmul ated credit hours until they are
gone and remain on Flexitour or, wth supervisory approval, change
to anot her plan.)

2. Mxiflex Schedule. Under this schedul e, enployees nay
select starting and ending tines within flexible tine bands and
must work 80 hours a biweekly pay peri od.




a. Wth supervisory approval based on consideration
of work requirenents, enployees electing this option may pre-set
starting and ending tinmes between 6:30 a.m and 9:30 a.m and 3:00
p.m and 6:30 p.m respectively. Enployees can work up to 10
hours Monday through Friday w thout claimng overtine in order to
work fewer than 5 days a week or 10 days in a biweekly pay period.
Enpl oyees working after 6:00 p.m are not entitled to night pay
because their tour of duty includes 8 or nore hours avail able for
work prior to 6:00 p.m After the initial work schedule is
approved, enployees need only turn in a bi-weekly schedule for
supervi sory approval, one pay period in advance, when there is a
change to their schedule. There are no core days within the
Monday t hrough Friday workweek; however, enployees nust be present
during core hours on the days they work. Al so, enployees nay vary
arrival tines on each day of work within a hal f-hour before or
after their scheduled tine as long as the daily work requirenent
is met without supervisory approval.

b. Enployees nmay earn credit hours wth supervisory
approval and may carry over the nmaxi mumof up to 24 hours from one
pay period to a subsequent pay period. The use of credit hours,
as wWwth other |eave, nust be approved in advance by the
supervisor. GCredit hours nust be worked within the designated
wor ki ng hours of 6:30 a.m to 6:30 p.m, Monday through Friday.
SES enpl oyees are prohibited by regulation fromearning credit
hour s.

c. Wen enpl oyees use the Maxiflex Schedule to work
fewer than 5 days a week or 10 days in a biweekly pay period, they
can request a preferred day off. The supervisor nust take into
account all requests and approve them based on program
requirenments and office coverage. Preferred days off are subject
to rotation on a six-nonth basis so that all enpl oyees have an
equi tabl e opportunity to choose a preferred day off.

d. Enpl oyees who work fewer than 5 days a week or 10
days in a biweekly pay period should not confuse this flexible
work schedule with the formally recogni zed conpressed work
schedul es as explained in Section B. The regul ations on pay,
| eave and holidays differ fromthe Mxiflex schedul e.

B. Conpressed Schedule. A conpressed schedule is a fixed
schedul e. Under a conpressed schedul e an enpl oyee nust conpl ete
80 hours of work in less than 10 work days.

1. An enployee may choose a four 10-hour day work week
for each of two weeks in a pay period or eight 9-hour days and one
8-hour day for a total of nine days (5/4-9) in a pay period.

2. Wth supervisory approval based on consideration of
wor k requi renents, enployees electing this option nay pre-set
starting and ending times between 6:30 a.m and 9:30 a.m and 3:00
p.m to 6:30 p.m, respectively, Mnday through Friday, and sel ect
their day(s) off. Once selected, the schedule is fixed and has no



flexible tinmebands. An enployee may not vary the daily or weekly
tour in any way.

3. If an enpl oyee nust have a change in their schedul e
it must be discussed and approved by the supervisor at |east one
pay period in advance of begi nning the new schedul e. Requests for
changes shoul d occur rarely.

4. Enpl oyees cannot earn credit hours.

C. Basic Wrk Wek Schedule. Under this schedul e enpl oyees
work ten 8-hour days.

1. Enployees work the NOS official work hours of 8:00
a.m to 4:30 p.m, Mnday through Friday, 10 days in a bi-weekly
pay peri od.

2. Enpl oyees cannot earn credit hours.

4. CORE AND FLEXIBLE TI ME BANDS

A. Core Hours/Days. Enployees nmust be on duty during the
core hours of 9:30 a.m to 3:00 p.m on days of work with the
foll ow ng exceptions: (1) enployees are on approved | eave or (2)
enpl oyees, w th advance supervisory approval, are allowed to
extend their hours to fulfill their work hour requirenent.

Enpl oyees on the Conpressed and Basi ¢ Wrk Wek Schedul es nust
take | eave for periods absent. There are no core days within the
Monday t hrough Friday wor kweek.

B. Flexible Tinme Bands. The flexible time bands from which
enpl oyees may choose their starting and ending tinmes are
6:30 am to 9:30 aam and 3:00 p.m to 6:30 p.m

C. Lunch Period. On any workday of five hours or nore
enpl oyees nust include a 30-mnute |unch period. The 30-m nute
| unch period nust be taken no earlier than 11: 00 a.m and the
enpl oyee nust return no later than 2: 00 p.m Lunch periods cannot
be used at the beginning or ending of a day.

5. PROH BITIONS OR EXCLUSI ONS. Menbers of the SES, while not
prohi bited by regulation fromparticipating in AW5, can only
participate in a 5-day schedule and they cannot earn credit hours.
Credit hours which an SES enpl oyee accunul ated prior to

appoi ntnent in the SES nust be used within six nonths of

appoi ntnent in the SES. SES nenbers who fail to use their credit
hours within the six nonth limtation may not receive any
conpensation for the unused hours.

NOAA Conmmi ssioned O ficers are not included in this plan. Al

ot her managers and supervi sors have the option to participate as
| ong as their managerial, supervisory, program and policy
responsibilities will not be adversely affected by an AWS
schedul e.



Participation in any of the schedules is voluntary; however,
participation is not an enployee right. First |ine supervisors
nmust approve the participation of any enployee within their
respective unit prior to scheduling. Supervisors may limt hours
worked or termnate participation as described in Section 10.
Supervi sors may refuse to authorize participation in situations
where the enpl oyees' duties nust be perforned at certain timnes

whi ch are inconsistent with AWS, situations in which all enployees
or a specific group of enployees nmust work together as a team or
when participation will adversely affect customer service or daily
oper ati ons.

In addition, supervisors can direct enployees to work a different
schedule in the event official travel and/or training is schedul ed
for one or nore days during a pay period, or if special work
requirenments dictate changing their schedule. Enployees nay be

gi ven one pay period advance notice of this scheduling change,
when such notice is possible.

6. PARTIES RESPONSI BLE FOR THE PLAN.

A.  The Assistant Adm nistrator (AA) is responsible for the
overall adm nistration of the AW Pl an, review ng and approving
annual eval uations, making any necessary nodifications or
termnations, and granting speci al exceptions.

B. The Director, Managenent and Budget O fice (NMB), is the
coordi nator of the plan and will address questions and resol ve
problens in inplementation. The Director, NNMB, wll coordinate
t he annual eval uations and through this process will keep the AA
appri sed of the inpact of the plan on NOS operations.

C. The Programand Staff O fice Directors are responsible
for inplenenting and adm nistering the plan for their respective
of fices and for conducting the annual eval uati ons described in
Section 7. Any Programor Staff Ofice Director who nodifies this
plan within these guidelines nmust submt a copy of the nodified
plan to the Director, N M.

D. Supervisors will approve or disapprove individua
enpl oyee participation, schedul e hours, nonitor working hours,
participate in the nonitoring and eval uati on process, establish
time accounting systens and certify tinme and attendance reports.
Supervi sors are responsible for ensuring that their respective
units are neeting their organization's prescribed m ssion and that
schedul es are coordinated to ensure office coverage during the
official work hours.

E. Enployees will submt requests to participate, coordinate
their schedules with their supervisors, and conply with the
requi rements of the plan.

7. METHODS AND SCHEDULES FOR PLAN EVALUATIONS. Eval uation of the
plan will be conducted annually. Each Programor Staff Ofice




Director will be responsible for conducting the annual eval uation
and forwarding the results of the evaluation to the D rector,
Managenent and Budget O fice, using the AWS Program Eval uati on
form Attachnment 1. The Assistant Administrator will reviewthe
overall NOS evaluation to determ ne where nodifications to the

pl an are necessary.

8. MODI FI CATI ON AND TERM NATI ON PROCEDURES. The NOCS Assi st ant
Adm ni strator may nodify or termnate the plan in a specific
Programor Staff Ofice or the NOS as a whole at any tine. Before
nodi fying or termnating the plan, the Assistant Adm nistrator

will meet with Programand Staff Office Directors to discuss the
proposed decision. |If possible, a one-nonth notice will be given
before any decision to nodify or termnate a schedule is effected.

Al nodifications or termnations will be based on findings of the
eval uati on process, adherence to plan provisions, adequacy of
coverage or efficiency of operation. Enployers nust neet
bar gai ning obligations with the unions in cases of termnations
and/ or nodifications.

9. TIME ACCOUNTI NG SYSTEM NOAA approved the use of quarter hour
increnents for |leave and credit hours effective April 2, 1995
(reference Stewart Rener’s nenorandum on Leave Adm ni stration
dated March 31, 1995). Enpl oyees can use quarter hours unl ess
their office has an exception. Schedul es may al so begin or end
work in 15-mnute increments (i.e., 7:15-3:45).

I n accordance with the Handbook on Hours of Duty and Leave

Adm ni stration, Section 3, Alternative Wrk Schedul es, the heads
of subordinate units nust establish a tine accounting system

A record of the systemto be used nust be kept of file. Systens
can include the CD-465, Alternative Wrk Schedul e Attendance Log,
T&A Sof t war e Wor ksheet, supervi sory observance, occasi onal

tel ephone calls to enpl oyees at tines the supervisor is not
present, reasonabl eness of work output for tinme spent, etc. The
CD-465 (Attachment 2) will be the default systemand used in the
absence of a tine accounting systemon record.

10. CONDI TI ONS AND PROCEDURES FOR RESTRI CTI NG OR DENYI NG AN

| NDI VI DUAL EMPLOYEE' S OPPORTUNI TY TO ENGAGE | N THE AWS PROGRAM

I ndi vi dual enpl oyees may be renoved from participation in the AW
program 1) in the event of the enployee's m sconduct (including
failure to adhere to the NOS AWS Pl an provisions) or below fully
successful work performance; or, 2) if their participation results
in serious adverse inpact to mssion activities or objectives of

t he organi zati on.

I f the enpl oyee's msconduct is failure to adhere to the witten
provisions of this Plan, the enployee will receive witten warning
and an opportunity to correct the m sconduct. An enployee who has
been renoved from participation in the programdue to any

m sconduct or poor performance nust wait at |east six nonths

bef ore he/ she can seek the approval of his/her supervisor to once



agai n participate.

11. VAR ATI ONS/ EXCEPTI ONS TO THE PLAN.  The supervi sor of an

of fice which cannot fulfill it's m ssion under the above rules
nmust file an "Exception to the Plan" request to the NOS Assi stant
Adm ni strator through the Director, Managenent and Budget O fice.
The request shoul d be a menorandum and forwarded t hrough the

of ficial chain of command. It should describe the exception and
outline the reasons the office cannot function under the AW Pl an.
Any hi gher |evel supervisor in the nornmal chain of conmand may, as
part of the supervisor's managenent prerogative, deny the request
for exception to the policy. However, only the NOS Assi stant

Adm ni strator may approve an exception.

12. PERSON TO CONTACT: John diver, Chief Financial Oficer/
Chief Admnistrative Oficer
301-713- 3056

APPROVED BY: Nancy Foster, Ph.D.
Assi stant Adm nistrator, NOS




APPENDI X 1
DEFI NI T1 ONS

Alternative Wrk Schedule (AW5): Refers to flexible and
conpressed wor k schedul es.

Basi ¢ Work Week Schedul e: The officially prescribed days and
hours during which a full-tine enployee is entitled to basic pay
(e.g., Monday through Friday, 8:00 a.m to 4:30 p.m, wth one-
hal f hour |unch period.)

Conpressed Wrk Schedule (CAB): (1) in the case of a full-tine
enpl oyee, an 80- hour biweekly basic work requirenment that is
schedul ed by an agency for |ess than 10 workdays; and (2) in the
case of a part-tinme enployee, a biweekly basic work requirenent of
| ess than 80 hours that is schedul ed by an agency for less than 10
wor kdays and that may require the enpl oyee to work nore than 8
hours in a day. (See 5 U.S.C. 6121(5).)

Core Tinme: Those designated hours and days during the biweekly
pay period when an enpl oyee on a flexible schedul e nust be present
for work or covered by official absence or |eave. Core hours are
9:30 aam to 3:00 p.m with one-half hour for lunch. NOS has no
core days.

Credit Hours: Those hours within a flexible work schedul e that an
enpl oyee elects to work in excess of his or her basic work
requirenment so as to vary the length of a workweek or workday.
Credit hours nust be worked within the designated working hours of
6:30 aam to 6:30 p.m, Mnday through Friday.

Fl exi bl e Work Schedul e (FWB): A work schedul e established under 5
US C 6122, that (1) in the case of a full-tinme enpl oyee, has an
80- hour biweekly basic work requirenent that allows an enpl oyee to
determ ne his or her own schedule within the limts set by the
agency; and (2) in the case of a part-tine enployee, has a

bi weekl y basic work requirenent of |less than 80 hours that allows
an enpl oyee to determine his or her own schedule within the [imts
set by the agency.

Flexitour: A flexible work schedul e which requires an enpl oyee to
work 8 hours a day and 40 hours each workweek. The enpl oyee nay
choose his or her arrival and departure tinme. Once chosen, the
enpl oyee nust keep to the sanme schedule until the next opportunity
to select a different schedul e ari ses.

Hol i days: Under an FW5 program (1) a full-tinme enpl oyee who is
relieved or prevented fromworking on a day designated as a
holiday (or an "in lieu of" holiday under 5 U S.C. 6103(b) or
section 3 of E. O 11582) by Federal statute or Executive order is
entitled to his or her rate of basic pay on that day for 8 hours.
(See 5 U S. C 6124.)



(2) If a holiday falls on a day during a part-tinme FW5 enpl oyee's
tour of duty and the enployee is relieved or prevented from

wor ki ng on that day, the enployee is entitled to his or her rate
of basic pay for the typical, average, or schedul ed nunber of
hours of work for that day toward his or her basic work
requirement (not to exceed 8 hours). If a part-tine FW5 enpl oyee
has mai ntai ned a reasonably consi stent schedule for several pay
periods, the enpl oyee may be paid for the nunber of hours he or
she woul d have worked had the holiday not relieved or prevented

t he enpl oyee fromworking (not to exceed 8 hours). If a part-tine
enpl oyee has no typical schedul e, the agency may average the
nunber of hours worked in prior weeks on days corresponding to the
holiday to determ ne an enpl oyee's pay entitlenent for that
holiday (not to exceed 8 hours). (See 5 CFR 610. 405.)

Under a OAS program (1) a full-time enpl oyee who is relieved or
prevented fromworking on a day designated as a holiday (or an "in
lieu of" holiday under 5 U S.C. 6103(b) or (d) or section 3 of

E. O 11582) by Federal statute or Executive order is entitled to
his or her rate of basic pay for the nunber of hours of the
conpressed work schedul e on that day. (See 5 CFR 610.406(a).)

(2) If a holiday falls on a day during a part-tinme enpl oyee's
schedul ed tour of duty and the enployee is relieved or prevented
fromworking on that day, the enployee is entitled to his or her
rate of basic pay for the nunber of hours he or she normally woul d
have been schedul ed to work that day. (See 5 CFR 610.406(b).)

In Lieu of Holiday: The day designated as a holiday when the
holiday falls on an enpl oyee's regul arly schedul ed non-wor kday.
When a holiday falls on the non-workday outside a full-tine

enpl oyee’ s basi ¢ workweek, the day to be treated as the enpl oyee’ s
holiday, the in lieu of day, is the workday before the non-workday
unl ess the holiday falls on Sunday - then the subsequent workday
is the holiday. This is true for all enployees including those on
fl exi bl e and conpressed work schedul es. Rem nder, enployees on

fl exi bl e schedul es have the option of nmoving their schedul ed day
off to another day of the week.

Lunch Period: A period of tinme during the workday when an

enpl oyee is free fromthe performance of official duties. The
one- hal f hour lunch period may be schedul ed on a flexible basis
with the approval of the inmredi ate supervisor. Lunch periods
shall not be taken at the start or end of the day's tour of duty
and will start no earlier than 11:00 a.m and end no | ater than
2:00 p.m

Maxi fl ex Schedule: A flexible work schedul e that contains core
hours on fewer than 10 work days in the biweekly pay period and in
whi ch an enpl oyee has a basic work requirenent of 80 hours for the
bi weekly pay period, but in which an enpl oyee may vary the nunber
of hours worked on a given workday or the nunber of hours each
week within the limts established by NCS.



Oficial Ofice Hours: Oficial office hours will be 800 a.m to

4:30 p.m Each office will provide "office coverage," including
all custoner service functions, during these hours. This "office
coverage” will include all necessary supervisory, technical, and

clerical enployees.

Overtime Hours: Under an FW5 program overtime hours are all hours
of work in excess of 8 hours in a day or 40 hours in a week which
are officially ordered in advance by nanagenent. (See the
definition of "overtine hours" at 5 U S.C. 6121(6). The

requi rement that overtinme hours be officially ordered in advance
al so applies to nonexenpt enpl oyees under the Fair Labor Standards
Act (FLSA). Enpl oyees on flexible work schedul es may not earn
overtime pay as a result of including "suffered or permtted"
hours (under the FLSA) as hours of work. See 5 CFR 551.401(a)

Under a OAS program who is exenpt fromthe FLSA, overtime hours
are all officially ordered and approved hours of work in excess of
t he conpressed work schedule. For a full-tinme enpl oyee who is
covered by the FLSA (non-exenpt), overtine hours al so include any
hours wor ked out side the conpressed work schedul e that are
"suffered or permtted.” For a part-tinme enpl oyee, overtine hours
are hours in excess of the conpressed work schedule for a day (but
nmust be nore than 8 hours) or for a week (but nust be nore than 40
hour s) .



ATTACHVENT 1
AWS PROGRAM EVALUATI ON

CORGANI ZATI ON

# OF EMPLOYEES WORKI NG
MAXI FLEX

FLEXI TOUR

COVPRESSED

BASI C

DO YOU HAVE ANY PROBLEMS W TH THE CURRENT GOPERATI NG HOURS?:
6:30 AM TO 6: 30 PM WTH CORE HOURS 9:30 AM TO 3: 00 PM
NO | F YES, EXPLAIN

ADEQUACY OF SERVI CE TO CLI ENT PCPULATI ON:

| DENTI FI CATI ON OF PROBLEMS:

WHAT WAS DONE TO RESOLVE PROBLENE:

RECOMVENDATI ONS FOR CHANGES TO THE PLAN:




POSI TI VE ANDY OR NEGATI VE EFFECTS ON PRODUCTIVITY AND OPERATI NG
COSTS:

This office is adhering to the provisions of the Alternative Wrk
Schedul e Pl an: Yes No
If no, explain

Signature and Date
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Exhibit 1: Sample Flexitour Schedule
Week 1

6:30 9:30 11:00 2:00 3:00 6:30
Flexible Hours 9;3%2_?; !"3?(‘)10";”]. Flexible Hours
6:30-9:30 a.m. 1/2 hour lunch 3:00-6:30 p.m.

between 11 a.m. and 2 p.m
Week 2 ) _ _
6:30 | ' | ! 6:30

9:30 11:00 2:00 3:00

-- Employee selects a fixed starting time during the flexible hours and works
an 8-hour day Mon.-Fri.
-- Employees may earn/use credit hours with supervisory approval

in same day.
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Exhibit 2: Sample Maxiflex 10-Day Schedule

Week 1
8
8
8
9*
6:30 9:30 11:00 2:00 3:00
Core Hours )
Flexible Hours 9:30a.m. - 3:00 p.m. Flexible Hours
6:30-9:30 a.m. 1/2 hour lunch 3:00-6:30 p.m.
between 11 a.m. and 2 p.m
Week 2
9*
8

: 6:30
6:30 9:30 11:00 2:00 3:00

-- Employee selects starting and ending times during the flexible hours and can
work up to 10 hours in a day.

-- Employee may work credit hours with supervisory approval.

* One credit hour



Exhibit 3: Sample Maxiflex Less Than 10-day Schedule
Week 1

M Holiday 8+

o

W “ 9
Th 10
F ‘ # 0
. | I I | 6:30
6:30 9:30 11:00 2:00 3:00 '
. Core Hours .
Flexible Hours Flexible Hours
_ ) 9:30 a.m - 3:00 p.m. ) .
6:30-9:30 a.m. 1/2 hour lunch 3:00-6:30 p.m.
between 11 a.m. and 2 p.m
Week 2 . ' ) _
. “ 9
™ # 9
|l
o | - 8
F Off
. 6:30
6:30 9:30 11:00 2:00 3:00

-- Employee selects starting and ending times during the flexible hours and can work up to 10 hours in a day.
-- Employee may work credit hours with supervisory approval.

+ On Holidays, employees are entitled to pay for 8 hours ONLY, regardless of their regularly scheduled work
hours. Employees need to adjust their biweekly schedule to make up up any additional hours or take leave.
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Exhibit 4. Sample Basic Work Week Schedule
Week 1

. 6:30
6:30 9:30 11:00 2:00 3:00
1/2 hour lunch
between 11 a.m. and 2 p.m.
Week 2 ) _ _
6:30 | ' | ! 6:30

9:30 11:00 2:00 3:00

-- Employee works 8:00 a.m.-4:30 p.m. Mon.-Fri.
-- No flexible work hours.
-- No credit hours.
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Exhibit 5: Sample Compressed Schedule (4 - Day Work Week)

Week 1 . . _
Off
: 6:30
6:30 9:30 11:00 2:00 3:00
1/2 hour lunch
between 11 a.m. and 2 p.m.
Week 2

o

:30

2
I
o
o

9:30 11:00 2:00 3:00

-- Employee works same 10 hours Mon-Fri. with one day off a week

-- No flexible work hours

-- No credit hours

-- Employee gets number of hours scheduled to work for holidays (10 hours in this case)

10
10

10

10

10
10

10

10
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Exhibit 6: Sample Compressed Schedule (5/4-9)
Week 1

. I | | ! 6:30

6:30 9:30 11:00 2:00 3:00 )
1/2 hour lunch
between 11 a.m. and 2 p.m.
Week 2
Off

: 6:30

6:30 9:30 11:00 2:00 3:00

-- Employee works same eight 9-hour days and one 8-hour day.

-- No flexible work hours

-- No credit hours

-- Employee gets number of hours scheduled to work for holidays (9 or 8 hours in this case)



NOS AWS SUPERVI SORY GUI DANCE
(March 1999)

These i npl ementation guidelines are provided to assist managers in
adm ni stering the updated National Ccean Service (NOS) Alternative
Wrk Schedule (AW5) Plan within their respective work units. Bel ow
is a conparison of the changes.

Pr evi ous New
SES enpl oyees coul d not SES enpl oyees can participate
partici pate in any 5-day schedule, but they are

not allowed to earn
credit hours.

Pl an included Fl exitour, Maxiflex The Conpressed Wrk Schedul e

and Basi ¢ Wrk Wek Schedul es has been added to the schedul e
opti ons.

FI exi tour Schedul e coul d The Department of Conmerce

accunul ate credit hours restricted the Flexitour schedule to

allow credit hours
earned to only be used in the sane

day.
Enpl oyees on Maxiflex had to Enpl oyees on Maxi fl ex can now
arrive at their scheduled time arrive up to 1/2-hour before
or take | eave unl ess they or after their schedul ed
recei ved approval fromtheir time and not have to take
supervisors to adjust their | eave as long as they work
schedul e for the day. t heir schedul ed nunber of hours.
Pl an eval uati ons were done Pl an eval uations will be done
sem - annual | y. annual | y.
Enpl oyees had to work in Enpl oyees can now work in
whol e- hour increnents. quarter-hour increnents if allowed

intheir office (this
change was inplenented in May 1995).

The CD- 465, AWS Attendance Log, Each office is now allowed to
had to be used by all offices establish their own tinme
as the tinme accounting system accounti ng system whi ch

nmust be kept on file.

Ref erences i ncluded DAO 202-610 Del etes aboli shed docunents

and Federal Personnel Manual and i ncl udes the new

Chapt ers. ref erences, Handbook on Hours of
Duty and Leave Adm nistration,
Handbook

On Alternative Wrk Schedul es, OPM

Required to conplete a 2-week Only turn in a 2-week schedul e
schedul e every pay period for when there is a change.
Maxi f | ex

“In lieu of” holiday established “In |ieu of” holiday
by NOS/ Supervi sor for Maxiflex standardized for Maxiflex and
Conpr essed schedul es.



Because of the variations in each schedul e, supervisors and nmanagers
need to becone thoroughly famliar with each schedule. 1In addition,
time and attendance regul ati ons should be enforced as they apply to
t he various schedul es.

The following information provides clarification of issues raised
frequently by supervisors and managers regardi ng i npl enentati on of
the tine and attendance regul ations and practices. This information
will al so assist supervisors and managers in determ ning how they
will inplement the plan in their respective organi zational units.

Al'l NOS enpl oyees are eligible to participate. However, enployees
are not required to participate in AW5, nor is participation an

enpl oyee right. Programand Staff Ofice Directors have authority
tolimt participation in this plan; therefore, every office may not
be able to utilize every option offered. |In addition, supervisors
and managers nust deci de which options best neet the needs of their
work unit and all ow enpl oyees to participate within this framework.
Supervi sors and nmanagers mnust review the 2-week tour of duty
schedul es (Maxi fl ex) provided by each enpl oyee to ensure appropriate
coverage for the office during the official NOS working hours of
8:00 am to 4:30 p.m In addition, enployees nmust be on duty on
days of work during the established core hours between 9:30 a.m and
3:00 p.m, unless their absence has been approved by their

supervi sor. Enpl oyees nust be authorized to work overtine or
conpensatory tinme in order to work outside the official hours of
6:30 a.m and 6:30 p.m, Mnday through Friday, and have the
appropri ate paperwork conpl et ed.

AWS SCHEDULES

The basic provisions of the four authorized work schedul es are
revi ewed bel ow and include sone exanples of variations. Ofices
whi ch contai n uni on enpl oyees should foll ow the provisions of the
negoti at ed uni on agreenent.

Fl exi t our

- Flexitour work schedule permts enpl oyees to select a starting
time which is the sane—five days a week, ten days a pay period,
Monday t hrough Fri day.

- A bi-weekly schedule is not necessary since the schedul e remnains
t he sane; however, a permanent change requires a one pay period
notice fromthe enpl oyee, and review and approval by the supervisor.

- Wth supervisory approval, credit hours may be earned but they
nmust be used in the sane day. (NOTE: The Iimtation on credit hours
under a Flexitour programdiffers fromthe previous NOS AW Pl an.
This limtation is official Departnent policy, consistent with the
Handbook on Hours of Duty and Leave Adm ni stration, dated Septenber
1995. Wiile the Departnment is currently reconsidering this policy,
NCS nust abide by this Iimtation until directed otherwi se fromthe
Departnent. Supervisors with bargaining unit enpl oyees nust conply
with the terns of the collective bargaining agreenent, and any
change to the usage of credit hours nust be addressed through
customary | abor relations obligations. For further assistance on
this particular subject, contact your servicing Labor Rel ations
Specialist in the NOS Hunman Resources Division. Enpl oyees nmay use
their accunul ated credit hours and remain in Flexitour or, with



supervi sory approval, change to another plan.) Exanple: If an

enpl oyee has to | eave work an hour early, the enpl oyee could work
one credit hour in the norning to be used that afternoon. However,
credit hours can only be earned/used between the hours of 6:30 a. m
and 6:30 p.m

Maxi f | ex

- Enpl oyees are allowed to select starting and ending tines within
flexible time bands and nmust work 80 hours within a biweekly pay
peri od.

- Enpl oyees may pre-set starting and ending tines between 6:30 a. m
and 9:30 a.m and 3:00 p.m and 6:30 p.m respectively, Mnday

t hrough Friday. Enployees have a 1/2-hour grace period before and
after their schedul ed starting time before they have to take | eave
or ask for supervisory approval to adjust their work schedule. It

i s assunmed enpl oyees will work their schedul ed nunber of hours.
(Exanpl e: Enpl oyee’s work hours are 7:00 a.m to 3:30 p.m Enpl oyee
arrives at 7:30 a.m The enpl oyee, w thout supervisory approval,
can adjust his/her schedule to work until 4:00 p.m to conplete
their 8-hour day and not take |eave.)

- Enpl oyees may work up to 10 hours a day w thout claimng overtine
in order to work fewer than 5 days a week or 10 days in a biweekly
pay peri od.

- Wth supervisory approval, enployees may earn credit hours and nmay
carryover the maxi num of 24 hours fromone pay period to a
subsequent pay peri od.

- Enpl oyees nmust turn in a bi-weekly schedul e for supervisory
approval initially, and one pay period in advance for any changes to
their schedul e thereafter.

- There are no core days within the Monday through Friday workweek.
Enpl oyees nust be present during core hours (9:30 am to 3:00 p.m)
on days that they work unless their absence is approved by the
super vi sor.

- Enpl oyees may take a preferred day off, subject to approval of the
supervi sor based on program requirenents and office coverage.

Supervi sors shoul d i npl enent a procedure to ensure that al

enpl oyees have an equal opportunity to take their preferred day off.

Conpr essed Wr k Schedul e

- Not a flexible work schedul e. Enpl oyees nmust conplete their 80
hours in less than 10 days. This schedule nust not be confused wth
the flexible Maxiflex schedul e.

- Enpl oyees are allowed to select either a 4 10-hour day work week
or a 5/4-9 schedule, Mnday through Friday. Once the schedul e,
hours of duty and day off is determ ned, the enpl oyee cannot deviate
fromthat schedul e. The enpl oyee can not adjust his/her schedule to
avoid taking | eave. (NOTE: This differs fromthe Maxifl ex schedul e
whi ch all ows you to change your schedul e as needed).

- For holidays, this is the only schedule that allows the enpl oyee
to be paid for nore than 8 hours. They receive the nunber of hours



they are scheduled to work on that day. This is only true because
it is a FIXED schedul e.

- Enpl oyees cannot earn credit hours.

Basi ¢ Wr k Week Schedul e

- Not a flexible schedul e.

- Enpl oyee works the official working hours of 8:00 a.m to 4:30
p. m Monday through Friday.

- Enpl oyee cannot adjust his/her schedule to avoid taking | eave.
- Enpl oyee cannot earn credit hours.

TI ME AND ATTENDANCE

Time and attendance questions that arise frequently are as foll ows:

Holiday. Holiday pay is different depending on if the enployee is
wor king a flexible schedule or a conpressed schedule. For a

fl exible schedule, holiday pay is limted to 8 hours in a day.
Maxiflex is a flexible work schedule; therefore, in a pay period
where a holiday occurs, it is assuned that enployees w || adjust
their schedul e as necessary. |f an enpl oyee chooses not to adjust

hi s/ her schedul e, he/she nust take | eave for any additional hours on
the holiday. For a conpressed schedule, holiday pay is the nunber
of hours the enployee is scheduled to work (i.e., 8,9 or 10).

Wien a holiday falls on an enpl oyee’ s schedul ed day off, the “in
lieu of” holiday is the workday before the non-workday unl ess the
holiday falls on Sunday - then the subsequent workday is the holiday
(e.g., for a Friday holiday the “in lieu of” holiday would be on
Thursday; for a Monday holiday the “in lieu of” holiday woul d be
Tuesday. )

Ti me Accounting Systens. Each office can establish their own tine
accounting system The CD 465, Alternative Wrk Schedul e Attendance
Log, is no longer the only nmethod. A copy of the policy nust be
kept on file. |In the absence of a specific office policy, the form
CD-465 will be the tine accounting systemfor the record.

Sone exanpl es of time accounting nmethods are: (1) T&A Wrksheets

whi ch record arrival and departure tinmes, hours worked, |eave taken,
etc. (2) Electronic systens and (3) Supervisory observation such as
supervi sor visually aware of arrival/departure of enployees;

t el ephone calls to enpl oyee when supervisor is not there but

enpl oyee is schedul ed to be; and supervi sor determ ning

reasonabl eness of work output for time spent.

Time and Attendance Coding. On the enpl oyee data screen,
alternative schedule, T&A\' s shoul d be coded as foll ows:

Conpressed 4 10- hour days
Conpressed 5/4-9

Fl exi t our

Maxi f | ex

Basi c

1 1 1 1 1
Q~NOW



Credit Hours. Oedit hours worked should only be recorded on the
T&A when they are in excess of the enpl oyee’s schedul ed tour of duty
for the day. They nust be worked within the 6:30 a.m to 6:30 p.m
ti mefranme, Monday through Friday. W rking any other tinme is

consi dered overtinme and nmust be treated as such.

Travel / Trai ning. Wen an enpl oyee travels or goes to training, what
wor k schedul e they should be on for that time period should be

di scussed with the supervisor before the enpl oyee | eaves. It should
be determ ned what schedule they will be on and if any

overtime/ conpensatory tine is needed (reference the Pay Handbook,
Part |1, Prem um Pay).

Handy Internet Sites

http://ww. doc. gov/ ohrni al t. ht n

Human Resources Hone Page where you can access:
AW5 Model Pl an

Leave Handbook

Pay Manual

Manager’ s Handbook

http://ww. opm gov/ oca/ aws/ i ndex. ht m

OPM Handbook on Alternati ve Wirk Schedul es



